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Practical I si yoai 


Windows 2000 




Practical no 1 


Define the parts of computer 


Syttem Box 


Input devices: KovBsard 

Input devices are those devices that convert our information into a form that can be 
understood by the computer. These devices translate the data or program into a language, 
which is understandable for a computer. 

Or 

Input devices are those devices, which are used to provide some commands or instruction 
to the computer. 


Output devices 

Output devices are those devices, which are used to provide any kind of output to user, 
For e.g. display through monitor, print through printer. 

Or 

It shows your action. You may say that input is an action and output is reaction against it 

▼ ~ I ± 


System box 

This is the major part of computer through which all the I/O devices are attached. It has 
got a processor inside it, which actually processes the inputs and produces the outputs. 
Some examples for input and output devices: 

output devices 

printer 
monitor 
speaker 


Input devices 

Mouse 

Keyboard 

Camera 


Note: visit www.nortonoelenceo.com for more information on input and out put devices 
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Practical No. 2: 

How to start a computer? 

A major button in every CPU is used to switch on the computer. 


V. uuUf+b 7J0gf 


K 




Qy 


A Bootstrap Process. 

You can see this process of starting computer, when you switch on the computer, 
with a black screen having some lines written on it appearing and disappearing for 
two or three times. This is the process of computer’s booting up and known as 
bootstrap process. 

Password (optional) 

• Type user defined password in text box. 


\ 
♦ 


You can protect your work by making a user ID and enabling password for yourself. 
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Practical No.3: 

Desktop or (first screen of windows or welcome to windows 2000) 


Quick-Launch -— ^ Task Bar 

toolbar 

Names of different visible in a desktop 

• Desktop: The desktop make easy to start the task and find connection to available 
resources. 

• Icons! you may see many of the icons on the desktop they shows different folders, 
files or programs in your computer. 

• Start Button: By clicking this button you may reach to programs, recent 
documents, settings of your computer etc. 

• Quick Launch toolbar: Through this you can easily launch any program, just by 
single click. 

• Task bar: The task bar eventually will contain all the programs that are open at a 
time before you. 

• Background/wallpaper: Background/wallpaper is the background of any 
desktop. It is changeable. 

• Tray: Tray has different option like time and sound and you can access that by 
simple click. 

Note: One edge of the taskbar always extends across the full width or height of the 

screen, depending on which edge it is positioned along. You can only resize its 

smaller dimension. 
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Practical No.4 


rglr Clck 


The mouse makes your computer easy to use 


Left Button 


Double click 


• Click& Drag 


Right Button 

• Click 

• Click& Drag 


Click : pressing and releasing mouse. 

Double click: pressing and releasing twice, with same time interval 
Click and Drag, pressing and dragging of mouse 


Note (when the mouse is moved the ball spin the roller. The information from the 
spinning roller is sent to the system software, which controls the pointer.) 
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Practical i\o.5 


How to Shutdown Computer? 

• Shutdown: (to turn oil’computer) 
o Click on start button, 
o Select shut down from start menu 


Wfc* Jo y&j Urint ttw eomjMH to do 


To restart: (to restart computer) 

o Click on start button and select shut down 
o Select restart from the box 
o Click ok 

To log off (to change the user) 

o Click on start button and select shut down 
o Select log off from the box 
o Click ok 

To standby computer (to save the power when the computer not in use) 
o Click on start button and select shut down 
o Click on stand by 
o Click ok 

Computer will be again turned on to new position when you move the mouse or 
press any key from keyboard. 
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Practical No.6 

To create a new folder 




To create a new folder in windows 2000 do the following: 


toff * --** Ip * 


fmUm* >-t 

• 4~ — 




• — 

% M 

% fcrt>n i 


* imn* 


—— ^***^-^ i 


A 




<?> 


* 


Choose where you want to create new folder, you can create a folder on the 
desktop, or inside any other folder. 

Right Click on the free space where other icons are not present. 

Choose new- from the right click menu. 

Click on folder fa new folder will appear) 

Type the name of the folder (folder is ready to use) 


- - 

* 

■ ~ i- i . 



Scanned by CamScanner 






Windows 2000 


L Practical I si \ car 


Practical No. 7 


To rename file and folder 


Windows 2000 enables you to quickly and easily rename the file and folders. To 
rename a file and folder, follow these steps 


Open 

New 

£rW 

Open Wltti 
E-mail with Yahool 


Create Shortcut 
Qelete 


Properties 


• Select the file folder you want to rename 

• Right click on the file folder 

• Click “rename” from the menu. 

• Start typing the new name, the old name disappears the moment you start typing 

• Press enter to accept the new name or press escape if you made any m istake. 


Note: (You can also rename by two single clicks but not so fast, because the windows 
2000 will interpret it as double click) 
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Practical No. 8: 

Working with My Document 

Location: desktop 

Explanation: Ail the documents created in computer are stored in this folder by default. 

• To open 

Double click on My Document to open the folder. 

• To change the view of icon 

• To change the view of icons click on the free space 

• Choose view (sub menu will open) 

• Select any option you desire. 


- j - 




Thumbnails 

Tiles 




Arrange Icons By ► 


Paste Shortcut 


Properties 
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Practical No. 9 


Working with My Computer 

Location: desktop 


Explanation: My computer offers a quick route to view the most significant components 
of your computer like drives and control panel. 

To open; 

Here are two different options to open My Computer icon 

a) Double click on the My Computer icon 

b) Right click on icon & select open 


Note: Through “my computer” you can easily run, install or just watch any Cd with the 
help of Cd-Rom. 
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Windows 2000 


Practical No. 10: 
My Network Places 
Location: desktop 


My Network P1 k« 


Explanation: My network place is a new doorway to all the computers on your network, 
To open: 

a) Double click on the “My Network” icon 


b) Right click on icon and select open 


Note: “My network places” shows you what resources are available across the network 
and on other computers 
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Practical No. 11 


Working with Recycle Bin 
Location: desktop 


COrfQMttnSat 
HfIMf Text twci 

FteFeti* 

■^1 a Paid 

HBrotOSr 

atMptmw 

ShvtcvJt 

Stotui 

Shortai 


I (Map G (Dooms** 

Itohi c(pocuns*s«id 

IN»*M^(S OidwxrtMnd 
!(C*FOUS£K 

G(0oams«s and 
|«03E Ci(poams*sard 

|3iwrtoJCbomycv,. CJCvunstosid 
StotACWMyO... O(D0fe«**»d 
iShcrtcu M nwrf... C:(0oomrfti «nd 


7/24/2006 HIM 
7/24/2006 M W 
«|40M )0i«4 
12/7/2005 10:52 
12/7/2005 10152 
U/IZ/2005 9i53 
12/1/2005 10:00 
12/7/3KS 10:52 
12/7/2005 10:52 


Recycle Bin 


y ibi i j d ■ i dl n > .a I ■ ■ tfj, ■ *aj i.l 

ttis raafif u/xSre riB 4fku rOnfiff 

Oxlywhsx MWh* w 

osnpjtpr. 


Explanation: The recycle bin is the good intermediate place to keep the unwanted files. 
When you delete a file in windows 2000, the file is not actually deleted it is vanished and 
sent to the folder called recycle bin. 

To open: 

a) Double click on the Recycle Bin icon 

b) Right click on icon and select open 
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Practical No. 12: 

Sending Item to Recycle Bin: 

There are several ways to send a file to the Recycle Bin 


Shortcut to IniwTut £e*x*r 

£h»tfiJt 

t 


a) Select file and press delete key on your keyboard 

b) Select file and choose delete from the file menu 

c) Right click on the file and choose delete from a right click menu 

d) Drag and drop the item on the Recycle Bin icon 


Trick: if you want to delete the item without sending it to recycle bin then 

> Select the item 

> Press Shift+Delete(from keyboard) 
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Practical No. 13; 

Empty recycle Bln 

When a file has been moved to recycle bin it has not been removed permanently from 
your hard drive but when you delete the file from the Recycle Bin, file is removed from 
your hard drive permanently. 


T 3 Lw 

Recycle Bln 


jBldwtfop CitDoounertsOTd ... 7/24/2006 I not. 

(•jtafcfer C:W>oant«ne$OTd... 7/24/2006 n ;oo 

Qllm CtftocuiOTNOTd... 5/14/8006 10:W 


Cortlgtf4DQn5et 

i-typcrT*)* Jwpi 


> 


To empty the recycle bin do the following 

a) Right-cli ck the recycle bin icon on your desktop and choose empty recycle bin 

b) Open the recycle bin Choose Empty Recycle Bin. 


nQ> 


Warning (if you delete the item from the recycle bin you will not be able to 
recover it again) 
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Practical No. 14: 

Restoring Items from Recycle Bln 


You can always open recycle bin to restore (send the file back to its original location 


to reuse) the files 
To restore 




that file again 
recycle bin follow these ways 


a) Open the recycle bin and drag the file you want to restore, to the folder of your 
choice 

b) Open the recycle bin, select the file you want to restore 


Choose restore from the file menu. 

Or 

c) Click the button “restore all” as mentioned in the figure. 

(this will restore all the items of recycle bin to their original locations) 


3 

■ 
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Practical No. 15 


Working with "Internet Explorer" 

Location: Desktop 

Explanation: used to view website over Intercet by giving the address in the addre 
To open: 

a) Right click select open 

b) Doubleclick 
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Practical No. 16 
Use of start button & the start menu 

Location: On the desktop, bottom left comer usually. 

Explanation: It contain different icon like program, documents, setting, search, help and 
shutdown combined known as start menu. 

To open: 

> Click on the start button. 


New Office Document 


Open Office Document 





Windows Update 


Wn2p 


r 


EJ lyTTfj Programs 
SJ Documents 

Settrigs 

0 4 S'** 

Bf;- c>< 

M J$3 Pun... 


A 


*• 


W' 




A 

Note :( When you install program into your computer you can install them into any folder or 
program group you like, program create their own program group by default and then place 
that group on the start menu’s “program” submenu.) 
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Practical No. 17 

Run the program from the start menu 




NswOfFke Document 


Open Cfftc* Oocumwrt 


Wrrtww Update 


Provarrx 


Location: On the desktop left bottom left comer button usually. 

Explanation: To access the programs that has been installed on you computer system follow 
these steps 

> Click the start button to open start menu 

> Click program 

> Choose the program group that includes the program you want to launch. 
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Practical No. 18 


Running program by using “Run” Command 
Path: starts run 

Explanation: You can use the start menus Run command for launching applications 

> Click on the start icon 

^ Click on Run command to open its dialog box. 

^ Enter the complete path to run the program in the Run command box. 

0r 

^ Click the browse button to select the program 

> Press enter or Click ok r 


Tyjwtha tmm of a wily am, folca, doanwt, m 
tf*ynst r&naem, tnd WYrious ^ opw ft you. 


Qtrtfi [c ^qpiN^C.ExE 


team* 


QAfilLA 

Rme 

Qarea 

Qas 

Qassign] 

Qav 

E3AY5HA 


□ CtL 

□ OI2+.2 
Qch?h ;5 
Dud 
□cOLfit 
Qcp p 

Q^liCOUHn 

Qdlp 

OriPMrifcST 

CjwmOAO 

r^DPfirnfs 




Ptoyifm 


Tip (if you remember the path you type the path in the text box and 
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Practical No. 19 

Working with help icon 
Path: 

a) Start-> help 

b) Egress F1 

Explanation: 

The help menu opens help menu windows2000 help file. It opens the main help file for the 
operating system. 

To open: 

> Click on the start button. 

> Select help. 


Tip: (you can get context-sensitive help any where in Windows2000 by pressing “FI 
from keyboard) 
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Practical No. 20: 

Search lor files and folder 


Path: Start -> search for files or folders 

Explanation: Windows2000 search tool introduced a new look to the search utility. Search 
enables you to find files ad folders in the computer and also on the network. Search for files 
and a folder brings up a mini Internet explorer type window. 



H*w Offic# Oocum^r* 


Open Office Document 


WtnZjp 


Progr err* 


So* U aqs 


tat File? or Folders. ,, 

On the [nicrnet.,, 
iUsJng Microsoft Owttook- 
<4 For Pftopto... 


.««•* 11 1 lor actuals 


I docS - Microsoft Word 


Ldfla 


■I *+ * udili ^jitgay | tjg j< !E3- 


Search Result! 


*/S«£OTfr 

H|U6/2QDb 


1 Qgredtafc 1 ffVtos* I fejiMithm. || 0 O £ Oft uttam 

Do the following steps to find the files and folder 

> Click the start button to open start menu 

> Click on search to open its sub menu. 

> Choose and click file and folder (dialog box will open.) 

>■ Enter the file name with extension in the text box. 

> Click on the find now to find the file or folder (if the process is successful it will 
display the results with the location of the file. 

(Tip: You can open any file from the search list directly) 
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Practical No. 21: 

“Settings” and Control Panel 
Path: Start -> Setting -» Control Panel 
Opening control panel 

Explanation. In the control panel there are many items to choose depending on your 
computer hardware and software. 




4^ ControlPansi 


'M and CNd-Dp Ccrvtettiqng ► | 

Q] Print cm* 

3J Taskbar 8*. Start Menu. „ 


^docS Mcrgoft Word 20DQ ed. -Hc„.| | j 0 
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Path: start -^setting -^control panel 


> Open add/remove program 

> Click “add new program” button to start the installation 

> Insert CD in CD-ROM 

> Browse the program you want to install 

> Install the program. 

> Click the finish button to complete the task. The new installation or setup procedure 


now runs 


Add j program Fran CD-RC^ jt floppy 

To Add a Cro; jiti from « CD-ROM or floppy d*. dt iCO Or Hopp' 


Add programs from Wcroioft 

To M now wndows ffcaftFo*. dovco divert and lystwn nidfltos 
TB ovo the Iritwnet, ckfc 




1*1 ill lit 111 I '>1 \ (Ml 


Winiliiwn MHHi 


Mi ||| Mi itum 1 l*| nljl MM 1^ 


* dlf*'J(l 
|*i > 

J J- K pN 1 


f'.ll 'M* 
n« *Jf u*i 


He mo Pro urn m 

Path: Hlart 4 Netting control panel 

Explanation: Thin program In very helpllil when you are running mil of drive «pncc and 
trying to decide which program to delete to IVoo up noiiic Npace oi you think dial program 
you have imitidlcd In no longer needed, you can remove the program. 

Slept to be followed 

> Open adtl or remove program. 

> Select the program you wunt to delete. 

> Click the change and remove button. 

> AnNwer uny warning about removing application. 


<»» [lunh eiwwwix 


ifpwiilr- rPittladjpfi^riMi 


— -f ,1 y ... f MW..I me*,- 1 WmsS SS: U0W9& 


Warning (when you remove program il will be permanently removed and you must reinstall 
from the source disk to make it work again ) 
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Practical No.24 
Setting Date & Time. 

Path: start-4 setting4control panel4 date and time 
Explanation: the date and time icon adjust the system’s date and time. 

Steps to be followed 

> Open control panel. , 

> Double click the date and time icon. 

> Adjust the date and time by clicking the arrows or by typing the correction 


> Double click on the time present on task bar, in the tray. 


Current time zone: West Asia Standard Time 


Cancel 
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Practical No. 2S 


Customizing your screen display 

Path: it has two different paths through which one can customize screen display. 


a) Right click on the desktop Properties ^5r 

b) Start-4Program->Control Panel-> Display Setting ^i*y 

Explanation: It is used to change the background of screen and all the options are 
concerned with the display of the monitor that how it looks and the different options of 
saving power. 




Changing the wail paper/Background 


Steps to be followed 


> Select and apply one path from the two, given above, to change the wallpaper 
(a dialog box will appear) 

> Click the background Tab. 

> Select the back ground/ wallpaper from the box below 

> Click apply 

> Click OK 
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Loading Screensaver 

Path: II has two different paths through wliloli wo onn load/ohango Noraen Nnvor, 

a) Right click on tho desktop-4 properties 

b) Start4progrim4control panol4dlsplny sotting 





Explanation; screen saver blanks you screen or display the moving image or 
don't use mouse or keyboard tor u predetermined amount of timo. 


I'lM'li'V I 1 ' HI li itn> 


FilJD la si IIJ|j#ii(iLJ 

Id 3 Uaitau 

^ DthhwilSuMfitf av*i 

l3|' ^ ftf null b cl non 

I ffi.H L ogm fjnrofth 5 aval 
M 4 iqu*a Display 
My illy 


Loading screen saver 

Here’s how it’s done 

> Choose the path to change the wallpaper the dialog box will open. 

> Choose the name from the drop down list. The saver will be shown in the little 
screen in the dialog box. 

> Set the time after which you want start screen saver. 

V Click apply 

> Click Ok 
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Step to be performed 

> Click on the to open its menu 

> Click vti jocument to display the recently opened or edited file 
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Working with recent documents 
Path: Starts Documents 

Explanation: It is used to access the recent files, upon which any work has been 
those files has been opened on the computer recently. You can open these files directly from 
this menu. This is actually the short cut and the actual file is present in My Documents’ 
folder or anywhere else where you have placed it. 
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Using “Paint” 

Path: Start-»Programs->Accessories->paint 

Explanation: Paint is the program for painting and drawing images on your computer 
screen. You can brush on colors free form; draw lines and geometric shapes, and even and 
text to your picture. 
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Practical No. 30 




Saving the file within Paint 
Path: paint->file->save 

Explanation: paint can store pictures in it. If once the file is saved it means that you can 


open the file at any time for any type of change in it. To save the files do the following: 



m i it i 1rl Kiii 1 1 


My 




my compUH 
newfoktor 


Afc+H 


> Choose file-> save (a dialogue box will appear) 

> Select the location in the “Save in” box. 

lx 

> Type the file name in the “file name “box. 

> Click “save” button to save. 


Tip: 

The file without saving will always 
have a default name of “untitled” in 
Paint. If you do not mention any 
other name than the file will be saved 
by its default name. 
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Practical No. 31 
Opening an existing picture 
Path: paintsfile-^open 

Explanation: paint can open the pictures stored in the computer. To open, or load, an 
existing picture, do the following: 


from StMrw or Carnet t, 


> Choose file^open 

> Select the location of the file through “look in’* box. 

> Select the file by clicking on the name in the dialog box 

> Click Ok. 


You can open the 
file by typing the 
name in the fie 
name box. But be 
sure that the nam 
eyou typed is 
spelled properly. 


Mf Deaumnrfi 


M Il&ML, 1 


Cancel 
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Calculator 

Path: startprogram-^ Accessories-^ calculator 



Explanation: We use calculator in two different modes that is 

a) Standard mode 

b) Scientific mode 

a) Standard mode: According to the given path we can choose and dick cm calculator 
to open it in standard mode. 

b) Scientific mode: 

> Click on the view drop down menu of view. 

> Click on the scientific mode command. 


Using calculator 

Path: start->program->Accessorie8->Calculator 

Explanation: All the arithmetic operation can be performed by the help of Calculator 

> Numeric keys of keyboard will act directly as keys of calculator. 

> Mouse click on calculator buttons can also be used, 
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Practical No. 33: 

How to start Word pad 

Path: Start->Program->Accessories->Word pad 

Explanation: Word pad gives all essential tools that are needed for editing and printing text 
documents of any length. As well as it insert the date and time in document, format 
paragraph by changing the line spacing and margin, set the format individual character with 
font, style, and size alterations. 


Menu Bar 


Toolbar 


Working 
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Practical No. 34 


1. Creating new Document 

2. Opening an existing Document 

Path: start ^program ^Accessories^ word pad-^file-^new 
Explanation: To start a new word pad document do the following step 


Wotd S Document 
TanJ Docunerti 
Unicode T ctf Doeunervi 


> Click file 

> Select new (a dialog box will open) 
^ Select the “Rich Text Document” ty 

> Click Ok 


To open an existing file 

Path: start->program->Accessories*^ word pad-»file 


My Documents 


IFOOW.OOI 
[My Pictures 
I My Webs 
I practical* 
'SALEEMAS N 
ssfatend 


Desktop 


> Choose file->open 

> Select the location of the file through “look 

> Select the file by clicking on the file in the f 
y Click Open. 
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Practical No. 35 


“Minimize”, “Maximize and Restore 1 
Location: Top right on the screen. 


Close" Buttons 


a) To minimize the window || 

Using one button on the top right on the window can 

■ m 

b) To maximize the window ** 

Double click on the title bar to minimize the window. 


a) Restore IB 
Click on the bu tton to restore. 

b) Closei^wl 

Click on the button having sign X to close it 

Maximise & Restore 


Practical No. 36 


Exit from word pad 

Path: starts program-> Accessories^ word pad-^file->exit 

Explanation: 

It helps to exit from the program. 


Note: Do not forget to save your work before exiting 
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Printer Installation 

Explanation: If you want to use n printer that printer must be installed on your computer. 
To install a new printer follow the following steps. 

> Start -) setting -> printers 

> Double click "Add Printer"^ wizard will Sturt) 

> Answer the wizard about printer. 

^ And windows will rather detect your printer and install it with its own drivers, or will 
ask you to provide installer Cd to install the printer. 


Thsfotiv cent am rtarmntion 
atexi prtotert that rurrantfy 
«nd a rajard to hefc you 


To gvt rtVwmatjor about a printar 
that s ofTantly mtalad, right 
tha iron 


To ratal a ran pnrter, tick the 

Add Print et con. 
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What is computer system? 

A computer is an electronic device that process data, converting it into 
information that is useful for people. It consists of four parts: hardware, 
software, one or more user and data. 

Define Hardware? 

All physical devices that make up computer are called hardware. Hardware 
is any part of computer you can touch. 

Define Software? 

software is set of instruction that makes the computer perform task. In 
other words, software tells the computer what to do, 

Who is user? 

The computer programmer is called the user. Or the people who are 
computer operators, also known as user. 

What are the input devices? 

Input devices are those that accepts data and instruction from the user and take 
that to other devices. 

What are the out put devices? 

output devices returns processed data to user or another computer 

system . „e . 

What is an operating system? 

An operating system is the collection of program that control the co¬ 
ordinate the over all operation of tb& computer system. These programs 
also provide interface between the user and the computer system. An 
oDeratine system can be thought of the “core software” for a computer. 
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Q9* What is widows desktop? 

Ans: The main screen from where a user can access all the feature of the 
windows operating system is called desktop. It covers the entire screen 
of the monitor. It contains the small image, or graphic object and 
taskbar at the bottom of screen. 

Qio: What is Windows taskbar? 

Ans: 

The bar at the bottom of desktop that displays the current performing 
task or program running on the computer is known as taskbar. It also 
contains the start button used to start button a program or to perform a 
task etc. 

Qn: How to switchfrom one application program to another 
application programs is running in Windows? 

Ans: When multiple programs are running, the button of each program is 
created on the taskbar. The user can switch from one program to 
multiple to other program simply by clicking the button of the program 
on the taskbar. The window of the currently active program is displayed 
in the foreground on the desktop. 

Q12: What is status icon tray? 

Ans: The task bar also has a status indicator tray, displayed at the right most side of the 
taskbar. It contains a clock that displays the current time icons of the volume 
control, waiting e-mail, printing jobs, anti-virus program, and network status. 

Q13: What is icon? 


Ans: In window program applications, computer files and hardware devices etc are 
represented in the form of small graphical images. These graphical images are 
known as icon. For example icon of “My computer" on the desktop represents the 
resources of computer. 

Q14: What is mouse? 

Ans: Mouse is an input device. The mouse makes your computer easy to use. In fact, 
Windows and Windows based programs are mouse oriented. 

Q15: What is meat by pointing? 

Ans: It means to position the mouse pointer on the desired icon or object by moving the 
mouse over flat surface. An object is pointed with the mouse before to perform any 
action on it. 
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Qi6: What is click? 

Ans: It means to press and release the mouse button (left button) quickly without moving 
the mouse. This action is usually to select the icons, to select the menu commands or 
to choose option in dialog box. 

Qi7 : What is right click? 

Ans: It means press and release the right button of muse quickly with out moving the 

mouse. This action is usually used to display a shortcut menu. 

Q18: What is meant by double click? 


-— - —---p — - 

Ans: It means to press and release the left button of mouse twice quickly without moving 


the mouse. This action is usually used to select and open an object. 

Qi9: What does dragging mean? 

Ans: It means to place the mouse pointer on an object then press and hold down the left 
mouse button and move the mouse. The mouse pointer along with the object will 
move across the screen. When the mouse pointer reaches as desired location then 
releases the button. This action is used to move objects. 

Qao: What is start menu? 

Ans: The Start menu is the main menu of the of Windows operating system that contains 
the set of standard menu items. When the start button is clicked, the start menu 
appears upward with the list of different options or standard menu item. 

Qai: What is shutdown through start menu? 

Ans: The shutdown option of the start menu is used is used to close the windows 
operating system and switching off computer properly. The user is running 
application before to turn off computer. 

Q22: What happens when restart option is selected? 

Ans: This option is used to close the windows and then to restart the computer once 
again. All the opened programs & documents closed from the RAM. This option is 
normally selected if new hardware or software is installed. 

Q23: What are folders? 

Ans: Foldera containers that hold and organise files and other information in a systematic 
way for easy access and management. 

Q24: What is file? 

Ans: The data programs are stored on the disk by giving the name called the filename. 
The data and the programs are transferred from one location to another location 
with the reference of their filename. 
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Q25: What is My Computer folder? 

Ans: It is the special icon on the desktop. It is very important object used for interacting 
with computer. You can access everything in your computer such as hardware 
devices and files Srfolders, printer, Networking, folders. It is very especially used to 
manage files and folder. 


Qa6; What is My Document folder? 

Ans: My Document is also special folder on the desktop. It is the standard folder of 

Windows and is created automatically when Window is installed. It is default folder 
in which your documents are saved unless you choose different location. 


ard folder of 
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Q27: What is network neighborhood folder? 


.... 



Ans: It is used for networking environment. It provides a quick access to the computers 
and printers attached on your computer network. 

Q28: What is recycle binfolder? 

Ans: The recycle bin is a special folder of Windows on the hard disk and has icon on 
desktop. It contains files and folders that you delete from the hard disk. Any files 
and folder that you deleted from the hard disk is transferred to the recycle bin. This 
files and folder can restore again from the Recycle bin to their original location if 
required for use. 

Q29: What is wallpaper? 

Ans: The background of the desktop can be changed with different colors or by using 
image as background. When an image or picture is used as background, it is called 
the wallpaper. 

Q30: What is screen saver? 

Ans: The computer screen may be damaged or bum-in when a static image is displayed 
for a long time. This kind of damage is called "burn in”. The Windows has screen 
saver programs are used to prevent monitor screen from burning. 

Q31 ; What is the role of Windows Explorer? 

Ans: Like My Computer icon, the Windows Explorer is also used to manage files 
and folders on the disk. It provides the most efficient way to manage the 
computer resources. 
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Q32: VV 7 iaf meant by Accessories in windows? 

Ans: Windows also provide a set of default utility programs or built-in programs used to 
perform basic such as word processing, calculation, painting etc. These utility 
programs are called accessories. The program menus contain the 
Accessories folder. 


Q33 : What is word pad? 

Ans: Word Pad is the default utility program of windows used for basic word processing. 
This program exists in the accessories folders of windows. It has all basic feature of 
word processing such as cut copy and paste, find and replace. However Word Pad 
does not have advanced feature such as spell checker, tables, header& footer. 

Q 34 : What is calculator program? 

Ans: A calculator is small built in program in windows used for performing arithmetic 
calculations. It also works like a pocket calculator. Using mouse or keyboard 
operates it. 


Q35: What is paint utility of Windows? 

Ans: The utility of paint program used for creating and editing images is called paint 
program. It is very easy to learn and use. It has a set of drawing used for creating & 
editing image. 
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